OPERATIONAL SERVICES DIVISION

Job Aid:

Create a Quote in COMMBUYS

This Job Aid shows how to:
e (Create a Quote in COMMBUYS

Of Special Note:

This job aid will walk a seller through the process of creating a quote in response to a bid in COMMBUYS. lItis the

Seller’s responsibility to read the bid and any attachments in its entirety prior to creating a quote. OSD recommends
you create a bid specific folder that is easily accessible with any completed documents or forms that must accompany
the quote. Be sure to follow any file upload instructions that may be indicated by the buyer in the language of the RFR
(request for response) i.e. naming convention, file description, file size or other instructions. Upon award there may be

additional forms/signatures required to execute the contract.

Screenshot

COMMBUYS

COMMBUYS

OPERATIONAL SERVICES DIVISION

COMPMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts® Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase

competition, and achisve best value for Massachusetts taxpayers.

COMPMBUYS INFORMATION:

For more information on COMMBUYS please visit the COMMBUY S Support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job sids for Purchasers

Jdob sids for Sellers

If you hawve any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@state ma.us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888-627-8282 or 617-T20-2187.

Register
Register here to begin using COMMBUYS.
“endors, please read this disclaimer prior to registering.

Complete Registration

Complete registration here to begin using COMMBUYS.

“endors, please read this disclaimer prior to completing registration
Open Bids

Browse open bid opportunities.

Active Contracts

Browrse active Contracts/Blankets.

Contract & Bid Search

Search for Bids and active Contracts/Blankets.

Registered Wendor Search
Search for registered vendors.

Forgot your password?

@ 2014 Peri Holdir Inc.
All Rights Reserved

Directions

1. Launch the COMMBUYS Web site by
entering the URL
https://www.commbuys.com/bso/ in the
Browser.

Enter your login credentials and click the
Login button on the COMMBUYS home

page.

UNSPSC Code Browse | My Account | Customer Service | About

Home | Ttems v ‘ Documents v ‘ Vendors v |
Home - Welcome Back Willow Wiki

(CITPN Vendor Communication(0) Bids{55) PO[6) Quotes(T) Invoices(5) Vendor Performance(0)

2. Upon successful login, your home page
displays with the Navigation and Header bar
as well as your Control Center.

The Control Center is where documents
assigned to you are located.

Click on the Bids tab to view open and closed

. COMMBUYS Bids.
News ID Effective Date
10 01/01/2014
6 1210172013
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OPERATIONAL SERVICES DIVISION

Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

News(2) Vendor Communication(1) [EREGIN PO(1) Quotes(s) i Vendor 3. CIICkIng on the Bid tab opens four sections:

e ¢ Request for Revision: bid revision tab is
No records found. used to ask a vendor for a quote revision

Bids / Bid Amendments (Un-Acknowledged) ora beSt and ﬁnal Offer

Bid# ||, Organization Alternate Id Buyer Descript ° Bids / Bid Amendments (Un_

00000014 Operational Services Division Eric Jacobsen 2 Substance Abuse Recovery Residential Servi acknowledged): Sent to the Vendor,

00000025 Operational Senvices Division Eileen Honen Pet sitting senvices ) .

00000035 Operational Services Division Melissa Morrison Purchase from MB reqUIre aCknOWIedgment and reVIeW

00000120 Operational Serices Division Chris Kennedy Substance Abuse Counseling ) Open Blds Open fOI" reSponse from a”
Vendors

Bid # Organization Alternate Id Buyer Description e Closed Bids: no longer available to

submit quotes

00000144 | Operational Senices Division Buyer Buyer | Snow Man Party

00000121 Operational Senices Division Eric Jacobsen 2 please do not modify - multi-vendor multi-item bid . . .

00000114 | Operational Senices Diision Linda Banks-Grant | test approval Click on a Bid # (blue hyperllnk) to open and

Closed Bids review a bid, either in the Bids / Bid
Amendments or Open Bids section.

Bid # Organization Buyer Description

00000142 Operational Services Division Alyssa Amold demand

ARAANA a4 Y Alvemmn Aemald PR S

4. A new page opens with a message
requesting you acknowledge receipt of the
Bid. Click Yes to acknowledge receipt.

, following:
bd# S e Receive future correspondence to this
Bid Descripton G114 e resenvers solicitation via email
e Agree to maintain your vendor profile for
Acknowledge Receipt and View Solicitation Click Yes to acknowledge that, by downloading this bid, you: 1. Agree to receive all accuracy and current contact information
future correspondence reqarding this solicitation via email. 2. Agree to maintain your vendor profile to ensure accuracy and current e Agree to adhere to COMMBUYS
email contact information (vendor email field/organization administration tab). 3. Agree to adhere to all COMMBUYS requirements requirements
(attachments, terms/conditions, etc.) when responding to a Bid. 4, Agree that a Quote MUST be submitted prior to the due date and e Agree that the quote MUST be submitted

time stated in COMMBUYS (referred to s the “Bid Opening Date/Time" in COMMBUYS). 5. For Quotes submitted electronically through
COMMBUYS, agree that a Quote {i.e., a response to a bid) is not considered submitted, unless you are in receipt of a confirmation
email stating that the Quote has been received. (To submit a Quote, click on the Submit button on the Summary Tab). 6. For Quotes

prior to the due date
e Agree that an online quote responses in

submitted electronically through COMMBUYS, agree that a Quote that remains in an “in progress” status at the fime of the Bid not C_0n5idered S_mei_tted Unti_l you are in
(pening DatefTime will not be accepted:; including Quotes in the process of uploading attachments, Click Proceed if you agree with receipt of a confirmation email stating
the above and if you wish to continue, your response has been received

e Agree that a quote submitted
electronically that remains “in progress”
status at the time of Bid opening will not

process of uploading attachments)

If you select NO you may still view the bid
but will not receive any notifications
regarding updates or amendments.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Create a Quote in COMMBUYS
Directions

Screenshot

Bid Solicitation: 00000213

Header Information

5. The Bid opens and displays a summary of
details.

Information displayed includes:

Bid Number: COMMBUYS generated
Description: could hold different
information based on buyer (possible
examples are agency’s bid number, short
description of the Bid, key words)

Bid Opening Date: date bid is opened for

:TM - 'ﬂ’e*"::u" ::”'j: . Bid Opening Date: e evaluation and closes to quote
urchaser: rganization: anization . .
Deparment, 0201 et Locaton: P01 Bon e submission by vendors
FiscalYear: 1 Type Code: Alow Electonc Quots: Y25 e Purchaser: contact/creator of the Bid
Alternate Id: Required Date: Available Date : DSHTRITE 124200 A - . . .
oo Contact BT 0 iomal BiFlag: N e Organization, Department, Location:
issiei agency information
P—— e Type Code:. either SW (state\{vide) or NS
Bl Desc: (non-statewide, department bid)
Shipo Koty Billto Address: Kty e Allow Electronic Quote: should always
i Pt be Yes
us s
s i i o ¢ Required Date: agency’s request (follow
File Ci Terms and Condifions , Pest Control RFR , Business Reference Farm up With Bid ContaCt)
Fom e Available Date: date Bid was posted/sent
J— — ¢ Info Contract: contact for this bid
Question ul . .
' Sequence ‘“""‘""" ‘ ueston o e Bid type:
' b - et o Open: any vendor can respond
" M . — o Closed: only selected vendors
o Your company
o can respond

fem#2 | 10-19-17.01-0000) 10-13-17-01-0000 - Animal contrl raps

UNSPSCCode: 10-19-17-01-0000

- - s

Informal Bid Flag:
o Yes: indicates buyer can see
quotes before Bid Opening date
o No: indicates formal bid and

Oy Uni Cost uom ‘Tetal Discount Ami. Tax Rate Tax Amount Total Cost . . . .
o P buyer must wait until Bid Opening
st - ot date to review quotes
s Py e Purchase Method

o Market: one time bid

o Blanket: contract
Pre-Bid Conference details
Ship-to and Bill-to Addresses

o File Attachments: attachments to the Bid
(Be sure to read all attachments and read,
complete and/or submit as instructed)

e Item Information: item description,

UNSPSC code (chosen by the buyer),
quantity, unity cost, UOM (unit of
measure), and any other criteria entered
by the buyer

Last Revised 2014-11-25 3
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OPERATIONAL SERVICES DIVISION

Job Aid:

Create a Quote in COMMBUYS

Screenshot Directions

Item Information

tem#1: (10-10 - 16) Electron Micrascope

UMNSPSCCode 1010 - 15

aty |
50 |

Unit Cost | oM |
| EA - Each |

Tatal Discount Amt

Manufacturer Brand

Malke: Packaging:

Item # 2: (10-10 - 16) brilliant white copy paper

UNSPSCCode: 10-10 - 15

aty ‘ Unit Cast ‘ uom |

‘ CS - Case |

Total Discount Amt.

100 ‘

Manufacturer: Brand-

Make

Packaging

Print Page ) | Create Quote ) |

7. The lower half of the page provides
information about the goods or services the
bid is requesting.

If the buyer enables the bid to allow for Bid
Questions/Answers, upon selecting the Bid
Q&A at bottom of screen you will be able to
post your question.

Read the language of the RFR for any special
instructions/restrictions for the Bid Q&A.

Click Create Quote to begin.

L
[B2EEIN fems Questions Subcontractors Notes Temns & Condifions Attachments  Summary

Back to Bid
Quote#: Bid# 00000144
Organization: Qperational Senvices Diision
Status: In progress Descripion®: Snow Man Party
Delivery Days: 0 Discount Percent: 00 %
s "No Bid™- [ Aftemate Bid: ]
Shipping Terms: Cost and Freight Freght Tems Freight Allowed v
Ship Via Terms: Best Way Payment Tems 10%Net 10 »
Pramised Date
(MWDDAYYYY) 3
Info Contact:
Comments:
Date Last Updated: User Last Updated:

8. The General tab for a new quote opens.

This page is populated with some information

from the bid. Fields available (optional) to

update include:

e Description: information from the Bid,
can be edited

o Delivery Days

¢ Discount Percent

o Is ‘No’ Bid — select if you will not be
submitting a quote for this bid.

e Alternate Bid - if this is the second quote

for the vendor (if allowed)

Shipping Terms — use dropdown

Freight Terms — use dropdown

Ship Via Terms — use dropdown

Payment Terms — use dropdown

Promised Date — use calendar icon to

select date

Info Contact — 400 character field

e Comments — 400 character field

Update information as needed. Click Save &
Continue to save the changes create the
Quote Number.

Quote Validation Errors

® Terms & Conditions is not acknowledged.

Quote Validation Warnings

® Your quote has not been submitted.

9. The page refreshes and messages display.
Red messages are errors and must be
resolved before quote submission. Yellow
messages are warnings and processing may
continue.

The following messages are received:

e Terms & Conditions is not acknowledged
— to resolve this, click on the Terms &
Conditions tab and accept the terms.

e Your quote has not been submitted —
information message; no action required

Last Revised 2014-11-25 4
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OPERATIONAL SERVICES DIVISION

Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

10. Click the Items tab. The Items tab
WR371C0d sy k| O ks ot venassne Ot displays showing information about the
requested items.

Home | POs* | Bids¥ | Contracts | Quotes™ Richelle Waten

‘General tem Information Validation Errors.

@ Terms & Condiions is not acknowledged

+ e e To view additional details about an item, click
ol et VS W the item # number (blue hyperlink) to open.

# Your quote has not been submited.

Quote 00000472 - Buckley Test Vendor 8

General LY Questions Subcontractors Notes Terms & Conditions Aftachments Summary  Sack to id
General I3

Sorthy Coumn: ProtSequence =[] SonDescendng (B0

ltem# | Print Questions

juence: Exist
= Quantity | UOM | UnitCost | Discount’ | TaxRate Freight Extended | MNoBid No
Amount Charge

2 20 to (10-18-17-01-0000) 10-15-17-01-0000 : Anina] orirol s
“-“|E“‘ zsssl uoo| | uuu|‘2“ml:|:
§ EPP proddie .
Adenae Desrpton available for an
Quote Response Total | $207.52

]
11 The flem opens. Input your quole

-- : Notes Terms & Conditi ™ information for the items / services (unit cost,
LIl Notes discount %, freight) and click Save & Exit.

b
Item #: 1 Date Last Updated: 01/14/2014 10:23:29 PM . .
Item Description: Electron Microscope The NO Bld check bOX WI" default:
REMEMBER to enter a unit cost or check No
Suandoy HOM gniccost Dlscounti Charge if no dollar amount is required for the
5.0 EA 350.00 0.0 quote.

e A No Bid is considered a
@ Discount only quotes indicate discount amount off of list catalog price.

e e nonresponse.

Once all information has been completed on

_ the Items tab, click the Terms & Conditions

«to Bid tab.

User Last Updated: Devon McCall

Freight Extended Amount No Bid No Charge
350 5175850

———cree
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OPERATIONAL SERVICES DIVISION

Job Aid:

Create a Quote in COMMBUYS

Screenshot Directions

UMNS PS5 CCode Browse | My Account | Customer Service | About
Home ‘ POs ¥ ‘ Bids"l Contracts ‘ Quotes ¥ ‘
Quote Validation Errors

* Terms & Conditions is not acknowledged

Quote Validation Warnings

# “Your quote has not been submitted

Quote 00000472 - Buckley Test Vendor 8

General Items Questions Subcontractors HNotes [QElguER-RenlnMhES

Back to Bid

The ing list itutes all for the bid which may include supplemental terms and conditions.
File Name Description File Size

. con Terms and Conditions MASS Terms and conditions. 0 bytes.
1 pest Control RFR (Pest Control RFR) e i AT
=S Reference Form (Business Reference Form) | PTOVIde at least 3 recent (12 months) customers contact information | 845,941 bytes

Do you accept the terms & conditions of the bid?
@ ves () Yeswith exceptions () No
If you do not fully accept the terms & conditions, please note the exceptions below:

Save & Continue

12. The Terms & Conditions page opens.
Click Yes to accept the terms and conditions.
Then click Save & Continue.

Next click on the Attachments Tab.

Quote 00000474 - TOM's Training Nineteen

‘| ‘

ltems 0 s Notes Terms & Conditions BNGERGENES Summary Back to Bid

Files

o Click Add File to add file attachments.

No File Attachments

Forms

o Click Add Form to add form attachments.

Na Form Attachments

Add File

l Add Form

13. The Attachments Tab allows you to
upload files (files may be documents related
to the bid that you have completed and need
to attach to your response) and forms.

o Examples may be: bidder’'s response
sheet, W9s, Electronic Funds Transfer
form, Supplier Diversity Plan Form and
others.

Note: Add Forms is currently not a working
function in COMMBUYS.

Add File

© Name is the display name for the file that will appear where attachment repository files are displayed. It can be different from the name on disk and can contain
characters, spaces, and special characters up to a maximum length of 200.

Hame™ TOMVendor - SDP Plan Form

Description Completed SDP Plan Form

File™ Browse..
Location 00000051

Confidential & Choose File to Upload

i
HL

» Quote 2 - Computer Equip... ~ [ 43 |[[ Search Quote 2- ComputerFq.. 0

@-1 1. » TOM...

14. There are a couple steps to follow for
adding a file:

e Select the Browse button to locate the file
you wish to upload and click Open once
the correct file is found.

o Name is the display name for the file that

Organize ~  New folder =- 0 @ will appear when posted. It can be

¢ Favortes = LT RS different from its saved location name and
[ Deskto ] TrainingVendorl_Bid_Response_Comput..  6/6/2014 1:48 PI Microsoft| . .
"] Downl:ads Trainin:VendorLPPD.dn: - 5/30/2014 1:07 PM Microsoft] Can Contaln alphanumerlc CharaCters’
] Recent Places 5] TrainingVendor]_REF.doc Microsoft spaces and special characters up to a

@Traininngndorl_SC_Form‘do: 5/30/2014 1:06 PM Microsoft] .

(74 Libraries @Traininngndorl_SDP_P\an_l‘dou 5/30/2014 1:06 PM Microsoft] maXImum |ength of 200-
%:ﬂt:?;nents @Training\lendod_‘rc‘doc 5/30/2014 1:05 PM Microsoft] ° The Description field aIIOWS you to brieﬂy
= Pictures describe the file.
H videos

s S ‘ ' Select Save and Exit to proceed and return to

File name: - |Anfilesen ]
the Attachments Tab.
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OPERATIONAL SERVICES DIVISION

Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

15. Each document must be ‘added’ one at a
Quote 00000474 - TOM's Training Nineteen time. Once you have uploaded all your files
and forms and click Save & Continue.

General liems Questions Subcontractors MNotes Terms & Conditions FAERINENERIN Summary  Back fo Bid

Files You can view the list to ensure that all your
intended document as displaying. If you select
Name Description Confidential | AttachedBy | AtachedDate | Delefe the hyperlink, you will be able to open the

TOMVendor - SOP Plan Form Completed SDP Plan Form John Smith Dr202014 document.
sk seloct the Delets box and cick Save

i list, select the Delete box and click Save &

) Cick Add Form to add form atachments. Continue.

No Form Attachments

Select the Summary Tab to review and
soedlmie || Adfle || AddFom _ submit quote.

16. The Summary tab displays. Review the

— bid, update if needed. Otherwise, click the
e e e S e Tttt B S Submit Quote button at the bottom of the
page.

Quote t0oes Bid# e Steus: p—

Organization: Operationd Senices Didsion

e Surkenty Deiry Dys: ' Discoun Percnt: "

BFi Atemate Bid: o Shipping Terms: Cost andFrigt

Freight Terms: Freight Alwed Ship Via Tems: Best Viay Payment Term: 105 Net 10

Promised Date Info Contact: Quote Total 5206850

Comment:

Date Last Updated: AL 102839 P Userlast Updated: Deosn MeCal

Vendor accepts the terms & conditions with no exceptions.

I Print I Submit Quote I Cancel Quote I

17. Popup window will display asking for
verification on quote submission.

@ Are you sure you want to submit this quote?
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OPERATIONAL SERVICES DIVISION

Job Aid:
Create a Quote in COMMBUYS

Screenshot Directions

18. Summary tab redisplays with an updated
status for the quote of Submitted.

NS P5C Code Browse | My Account | Castomer Service | Abost March 17, 2014 14257 PMEDT 0 @ |

Home | POsv | Bid

Richelle Wate:

Quote 00000472 - Buckley Test Vendor 8 .
i e e[ ) ot s i) R e From the summary tab of a bid, you can
Withdraw Quote anytime up until it has been
Quote #: oooos7z Bid #: 20000213 Status: Submited . . -
PO —— viewed by the Buyer or the Opening Bid
e e . . ’ Deadline date has NOT passed.
Freight Terms: Ship Via Temms: Payment Term:
Promised Date Info Contact: ‘Quote Total $0.00 . . . .
Commont:  Frshmee P P s o 14 s ety This Job Aid is also available as a
Date Last Updated: 03172014 01125170 User last Updated: Richele Waterman . y
endoracceps the tsms & condtions it n excaptions presentation on OSD’s YouTube Channel
Questions: GQuestion # | Required Queston Respanse

[ e s a5

Attachments

Agency Files:

Agency Forms:

Vendor Files: Business Reference Form, Terms and Conditions
Vendor Forms:

Item Information

Print Sequence £2.0: ( 10-19-17-01-0000 ) 10-19-17-01-0000 : Animal control raps.

‘ Quandiy ‘ von | Unit Cost ‘ Discount % ‘ Tax Rate | Freight | Emmmmml No Bd ‘ Ho Charge:
e [ = | we w | e [ ww [ ww [ = |

[ e N weowwoce |
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